SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 11/19/15 CLCSI NG DATE: 12/02/15 (4:30 PM
SCDC | NTERNAL TI TLE: ADM N COORD | SCDC POSI TI ON #: 016139

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 02 WORK TI ME: 0730 AM - 0330 PM
LOCATI ON:  SUPPORT SERVI CES ADM NI STRATI ON, CCOLUMBI A ( RI CHLAND)

STATE JOB TI TLE: ADM NI STRATI VE COORD | STATE JOB CLASS: AH10
BAND: 05 SALARY RANGE $ 031805 - $ 058848 SPECI AL | NCENTI VE: NO
LEVEL: E SALARY RANGE $ 037213 - $ 058848 SCEIS POSITION #: 61016884

STATE OF SC M NI MUM TRAI NI NG AND EXPERI ENCE REQUI REMENTS:
A HI GH SCHOCL DI PLOVA AND RELEVANT EXPERI ENCE | N BUSI NESS
MANAGEMENT, PUBLI C ADM NI STRATI ON, OR ADM NI STRATI VE
SERVI CES OR A BACHELOR S DEGREE MAY BE SUBSTI TUTED FOR
THE REQUI RED WWORK EXPERI ENCE.

AGENCY PREFERRED QUALI FI CATI ONS:

A BACHELOR S DEGREE AND THREE (3) YEARS OF BUSI NESS MANAGEMENT
EXPERI ENCE; OR AN ASSOCI ATE' S DEGREE AND FI VE (5) YEARS OF BUSI NESS
MANAGEMENT EXPERI ENCE; OR A HI GH SCHOOL DI PLOVA AND SEVEN (7) YEARS
OF BUSI NESS MANAGEMENT EXPERI ENCE.

DESCRI PTI ON OF DUTI ES:

EXERCI SE | NDEPENDENT JUDGEMENT AND DI SCRETI ON | N ASSI STI NG THE DI V.
DR IN PLANNI NG | MPLEMENTI NG DI RECTI NG THE DI VI SION'S ADM NI STRATI VE/
BUDCGETARY ACTI TI VIES FOR 5 BRANCHES, AND | N MANAG NG THE DAY- TO- DAY
FUNCTI ONS OF THE DI VI SION' S ADM NI STRATI ON OFFI CE. OVERSEE BRANCH
SUPPORT PCSI TI ONS AS RELATES TO PERSONNEL ACTI ONS/ RECORD RETENTI ON.
COVPOSE CORRESPONDENCE/ COVPI LE DATA/ PREPARE REPORTS. SERVE AS LI Al SON
W TH BRANCH CHI EFS AND OTHER DI VI SI ON STAFF. MONI TOR THE REVI EW AND
REVI SION OF SCDC PQOLI Cl ES OVER WHI CH THE DI VI SI ON HAS RESPONSI BLE
AUTHORI TY. SERVE AS PO NT OF CONTACT FOR HUVAN RESOURCES DI VI SI ON

| SSUES, AND AS LI Al SON WTH OFFI CES OF THE DI RECTOR, EXECUTI VE STAFF,
DI VI SI ON DI RECTORS, AND WARDENS AND OTHER STATE AGENCI ES. COORDI NATE
EMPLOYEE DI SCI PLI NARY ACTI ONS. COORDI NATE RESPONSE TO | NVATE
CORRESPONDENCE/ GRI EVANCE | SSUES. SERVE AS DI VI SION' S SPECI AL PRQJECTS
COORDI NATOR FOR CHARI TY CAMPAI GNS.

COMVENTS:

RESUME REQUI RED W TH APPLI CATI ON FOR THI S PGCsI TI ON
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